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Grants Gateway Technical Help

Email: grantsgateway@its.ny.gov

Phone: (518) 474-5595

Website: GrantsManagement.ny.gov
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Grants Gateway: Registration

•All entities that wish to apply for grants in NY 

State must be registered in the Grants Gateway. 

•This process includes filling out and emailing a 

signed and notarized registration form, an 

Organizational Chart, and in many cases a 

Substitute W9 form.

•Information about registration can be found on 

the Grants Management website or in the Grant 

Opportunity Portal.

https://grantsmanagement.ny.gov/register-your-organization
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/goportal.aspx?NavItem1=9
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Grants Gateway User Roles

Grantee 
Delegated 

Administrator

• Initial account created upon registration

• Manages user accounts (add, edit, 
remove)

Grantee • Start, Save, and Edit an application

Grantee 
Contract 

Signatory

• All Grantee abilities

• Can also submit (sign) the application

Grantee 
System 

Administrator

• All Grantee abilities

• All Grantee Contract Signatory abilities

• All Grantee Contract Signatory abilities

* In order to submit an application, you MUST have someone in the role of 

Grantee Contract Signatory or Grantee System Administrator
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User Roles: Continued

• The “Grantee Delegated Administrator” can add new accounts and work on 

the Document Vault but can’t work on grant applications. 

• Your organization must have a user in a role that can sign (submit) an 

application. The roles that can sign or submit an application are “Grantee 

Contract Signatory” and “Grantee System Administrator”.

• A user in the role of “Grantee” can also start and edit the application but can’t 

submit the application.

• It is acceptable for one person to have multiple roles and thus multiple 

accounts; you can use the same email address and same password, but the 

user needs a new account for each role.

• DO NOT change your or another user’s role. While the system will allow the 

Delegated Administrator to change a user’s role, that will result in the account 

being unusable. If an existing user needs a different role, a new account will 

need to be created for them. 
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Grants Gateway: Next Steps

• Make sure your organization is registered in the Gateway

• Ensure you have people in your organization set up with 

the correct roles in the Grants Gateway

• Contact the Grants Gateway Help Desk if you are unsure if 

your organization is registered, or if you have an account 

(email is best; include the full name of your organization)
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Application Workflow
1. Download the required documents from the TAP-CMAQ-

CRP website https://www.dot.ny.gov/TAP-CMAQ

2. Start your Grants Gateway application

3. Refer to the Application Instructions for specific questions

4. Answer those questions in a word processing software 

such as Word. This will help you organize your answers 

and will be easier to manage.

5. Fill out required forms (found in the Grants Gateway and 

the TAP-CMAQ-CRP website)

6. Upload completed forms to the Grants Gateway 

application

7. Complete all pages/forms in the online application

8. Submit the application via the Grants Gateway prior to 

Final Application submission date

https://www.dot.ny.gov/TAP-CMAQ
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Grants Gateway

Program Specific Questions
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• Your detailed budget will be uploaded in the Pre-

Submission Uploads section

• Your budget summary will be entered into the Capital 

Budget section of the Forms Menu

Grants Gateway

Budget Details
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Project 

Budget
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Project 

Budget
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Grants Gateway

Pre-Submission Uploads

Grants Gateway 

NYSDOT TAP-CMAQ-CRP Website



12

• Ensure you are logged in with 

the right role!

• Be sure to give yourself enough 

time to submit your application!


